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Objectives:
Participants will use at least five visual presentation strategies to accommodate a

document.

Participants will identify at least two strategies to help students with reading
difficulties.
Participants will create an accommodated test.

Florida Diagnostic and Learning Resources System (FDLRS) is funded through IDEA, Part B and State
General Revenue Funds to provide support services to Florida's Exceptional Student Education Programs




Contents

SEArt IMIICIOSOTE WOT: ...ttt b et e bt e e s bt e e bt e e sab e e bt e e s bbeeabeeesbbe e bt e e sabeenneeesaneenneees 1
(05 o=l 21U o o FO PO P PP SPR PSPPI 1
QUICK ACCESS TOOIBAI ...ttt ettt ettt et s h e s bt e b e bt e esaa e s b e e s be e sbee s bt e bt ese e eme e sseeebee b e e reeanesanesanenanes 2
Customize the QUICK ACCESS TOOIDAI ... ..eiiuiiiiieie ettt et be e e sat e e bt e e sabeesbeeesanesneees 2
Customize the ACCESS Dar fUMTNEI: .....co.ui ettt st s e st e st e sabeesanee e 2
21 o] oTo T3 O PP PP PP PRSP 2
TAS ettt e ettt e e bt e s bt e e bt e s bt e e bt e e bt e e bt e sa bt e e bt e s b et e bt e e bt e e bt e s be e e bt e s beeeneeeares 2
MiINIMIZE The RIDDON ...ttt st e e bt e st e s bt e st e e e bt e sbeeeneesanee 4
[V Lo F= 1o I Yo ol YT o] g d a V=T 21 o] oo o F SRR 4
IVIINT TOOIDAY <.ttt ettt ettt et e at e e bt e bt et e e et e s a b e sbeesbeesbe e bt e bt e a bt eaeeeb e e b e eabeenbeeabesmeesbeeseeenneenseenes 4
ViIEW RIDDON OF STAtUS Bl ....ceiiiiiiieiiie ettt ettt et st ettt e st e e st e s bt e s beesabee s beeeabeesabeesnneesabeeenneenares 5
LRLTol =T q L Do ol U T3 =T o PP 5
VISUAI PreSENTATION ....eeutieiieeieeittet ettt st b et e bttt e ae e e bt e bt e b e e s b e e et e sabesbeesbe e bt enb e emeeebeenb e et e enbeeanesanenaees 5
(O A= o= PP PP OUPPPTPT 6
74 o To ] o 0 1 6
(O] 4 £ =Tot {1 o ¥ =38 =T o ] T PP PP PP PPPPPPPPPPPPPPRE 6
Selecting Or HihlIGNtING tEXE....iiiuiiiiiiie ettt st e be e s at e e be e e sate e be e e sabeesbeeesabeenneees 7
Highlight the @Nntire dOCUMEBNT....c..eiiiiie e ettt e st e s b e st e e sbeesabeesneesares 7
[ L T=4 Y1 T=4 s A= VYo T o R PR 7
[ L T=d VI T=d N A Y=Y o =Y o Yot PSSP 7
[ L= a1 Fd o A W o T - = - ] PSRRI 7
[ L= a1 Fed o A T Y=ol N Tol Y =T o 4[] o OSSPSR 7
[ L T=4 0V T=4 N A= TN 11 =R 7
2UT 00T 1V It o T o= o 1T ) PSRRI 7
FONT - HOME RIDDON ... ettt st s r e e se e e sereesan e e saneesnnee e 8
(0] 0 6 o To Tl =L PP T TP PP POPTPPPN 8
FONE SIZ@ .t e e e a e s 8
(O =TT o T s o= 1 Y-SR SPR 8
UNAEITINE 1.ttt ettt e b e et e bt e s bt e bt e s b et e be e s be e e bee s beeeabee s beeeabee s beeeabeesabeeenreesares 9
QL2200 o TSP PP PP TRPR 9
2 F= Yol 4=l TUT o o I 0o [ oSSR 9
Changing the FONT DEfaUIL.........uiiiiii e e e e e e et e e e e e e s e s aataaeeeeeeesnssbasseeeeeesennsssanneas 10
(I LI o - [ 1 =N 10
(0 0T = ot £ = Y o - [of [ o= SR 10

lourdes.day@polk-fl.net FDLRS Sunrise




LTIV T e I =T 1 V-SSR 11

Y T4 T g ol =TT PP OO T PP P PP 11

LAY 1 1o ¥ - OSSP PP PPPPUPPRI 11
U0 I o o = ot PP 11
ComMMON MiISSPEIEA WOTTS.....ciiciiiieciieeeceee ettt e et e e et e e e st e e e e stteeesrasaaeesstseeeassseeesnsaeeesnsseaeansseeesnnnnes 12

Fa o] Tl L a o] T 4 o - 1 [ [PPSR 12
U 0T =D PP 12
Add Command to QUICK ACCESS TOOIDAN ......couiiiiieiieierieree ettt s s e sttt e sneesreens 12
SAVE QNG USE AULOTEXL .eeuurieiiieitieiitieetee sttt e et e sa e st e sae e s at e e s a b e e ebteeshb e e bt e e sbe e e bt e e sabe e bt e e sabeesseeessbeebeeesaneennneas 13
USE the SAVE SEIECTION ...coeiiiiiee ettt et sae e e bt bt e s be e e saaesbeeesaneenneees 13
DElEte frOM AULOTEXE . .eeieeeiietietieteete ettt ettt st r e r et st e s b e s b e e s bt e s bt e et et e e st e eme e b e e b e e r e e resanesanesnnes 13
Spelling and Grammar - REVIEW RIDDON ......ciiiiiiiiiie et st ae e b s nee s 13
LA LEST 1 L LSRR 15
FOOTNOTE AN ENOANOTE.....eiiiiiiiiiecee ettt e e e sbe e s b e s e baesbe s e sbaesenaeesmneenneees 15
Y (ol V A T e I o 1o [l oY o - | SRS 16
ABIZIN TOXE 1.ttt ettt ettt e s et e st esa bt e e ab e e sab e e s as e e sa bt e e as e e sa b e e e as e e sa b e e ea b e e sa b e e eabeesa bt e eabeesa b e e e bt e sabeeeareesabeennneenas 16
(0 =T o TN 0 1Y USSR 16
Y01 F= L A G =T o] o 1ol USR 17
TrACK CANEES ..ttt et e b e et b e e e bt e bt e e b et e bt e e be e e bt e e bt e e aee e b et e b ee e be e e ehee e be e e nbeeeabeeennrenree s 18
21T o 1o T={ =T ] 1)V SRS PSS 18
Create CItatioNS .ioiiiiiiiiii e e nae s 18

T T =T a = T 211 o [T 4 T Y2 SRR 18

21T o LT T={ =1 ] 11/ TR SR 19
WWOTKS CIEEA ettt ettt e e st e et e s et e e st e e sab e e e ab e e sa b e e e as e e sa b e e eab e e sa b e e embeesabeesnbeesabeennnee e 19
o T Y T T I T ol Y-SR 19

R L 19
To save @ document fOr the firSt tIME: ..co..iiiiieiiee ettt ettt st sbe e b e bbb esaeesaees 19
SAVE AS PDF OF XPS ...ttt et s a e e et e s s b e a e s e s b a e e s ba e e 20
22T Lo L1 =TSSR 20
LYo 1Tl 1L = PP PP 20
Proofing (Definitions, SYnonyms, Translation) .........ccccieiiiiiie ettt e et eeeate e e et e e e s breeeeateeeeeasaeeeenraeans 21

L1 T Y o SRR 22
Fi¥o Lo ITa =@ T o IV o kel o Tl 2] ] oo o RS 22
Picture Tools/Format Option - FOrmMat RIDDON .......c..oiiiiiiiie ettt et e treeetr e e eare e tae e eaaeenane s 22
Y o = o ot (U TP T OO PP RPRRTR 22
LG - o F PP PP PPPPPPPPPPPPPPPPPPRE 22
RESIZE PICTUIE .ttt e e e e s e b e e st e e e a e e s e e s b a e e s ra e e 23

lourdes.day@polk-fl.net FDLRS Sunrise




Make Clips AVailable OFfliNE ......coociiieieie e e et e e e st e e e e ate e e s naeeeesataeeeennreeesnnnees 23

AUTOSUMMIATIZE ..ottt e e e et e e s et et e e s b et e e e b b e e e s e ba e e e s b e e e e sa b e e e s br e e e sbbbeesaareeesenneeesnnnes 23
Add the AutoSummarize Feature to the Quick AcCess TOOIDAr .......cocuiiiiiiiiiiiriiie e 24
USE AUTOSUMIMAIIZE evviiiiiiiiiiiiic i st e s s e e e s ba e e s sba e e s s bb e s e saba e e e sbbeeees 24

A0 e LYY X1 3RS 24

HIGNTIEIT TOXE ..ttt ettt e e bt e b e e e bt e bt e e bt e e bt e e bt e e sbbe e beeebbeeabeeesnbesbeeennnesneean 24

I U Ta Y o T=T T V-SSR 25

BUITEES ettt ettt et h e b E et a e s b e e s b s Rt e Rt e Rt e et ea et e he e h e e R e e e e b e e aresanesnees 25

SOME/AIPRADETIZE ...t ettt et e et et e e b e s e e s he e beeabe e beeabeeaa e ba e be e beeabeeaaesaeesreeareenreenns 26

D le o8] 4 1= oL A |V - T o H PP P PP PP P PP 26

FUIL SCrEEN REAMING VIBW .. .ueiiiieiieeeiiiee et e ettt e ettt e e ettt e e st e e e e tte e e e aateeesasaeeeassteeeeasaeeesassaeeastasesanssaeeansseeennssseesannnes 27

HYPEITINKS . ettt et e bt e b e s bt et e e e bt e e bt e e be e e bt e s be e e sbee e bt e e bbe e be e e eate e beeennneeneeas 27

o T T - T o PSPPSR 27

L S 11T =S PRSPPRRRN 28

LIS o1 L= PSPPSR 28
[N 7] o] o LTl 211 o] o Yo o IO T TP TS O TSRO PPOUPPTRPROPPIOt 29
TEXE FOIM FIEI ..ttt et h e bt et e et s et e s b e sheesb e e sb e e bt emb e e st e ebeeebe e b e e beeabesabesmnenaees 29
CECK BOX.eutteuteenteeuieeite ettt ettt et s bbbt e bt et e st e he e e bt e b e ekt e s b e e et e s bbe s bt e sh e e bt e bt e a et e he e eh e e b e e b e e a b e ea b e e abesheenhee bt enneenes 29
Drop DOWN FOPM FIEIO ....coiiiiiiii ettt ettt et e ae e s ab e bt e e st e esae e e sabeesaseesabeesaneesabeesaneenas 30

LIS = o ) PP PPR 30
TEXt BOX BOFAEIS & COION ...ttt ettt ettt st st sbee s bt et et e e st e sbeeebe e b e et e eabesabesanesanes 31

LOTT I o F- o T3S 31

Protect the DOCUMENT ....cc.eiiiiiiiiiiieeee ettt st st sa e sa e a e s an e s ae e s r e e r e e n e e r e enesanesanes 31

(0] oT o) =Totd o YT To Tl ] s =T o | P PPPR 32

SF VI I T =L 4] o] 1 USSR 32

Working with @ TEMPIate VS @ DOCUMENT ...cccuiiieiiiiei e ciieee ettt e ettt e st e e e st e e e s tte e e s aae e e e ssbaeeeesateeessseeeesnseneesnsteeesnnsnes 32
Making corrections on the original teMPIALE .....cici i e e s r e e e e e anens 32
LY=o W VoY (o] g 4 F=Y o) o TSR RP 32

[}V oo =T IR g o o ol U1 {3 RSP S 33

Ideas for Designing AsSigNMENTS aNd ASSESSIMENTS. ....ccccuuiiiiiiieeeiiieeeeitteeeeiteeeesteeeeeitteeessbaeeeesataeesesseeestsesesssseeesansens 34

lourdes.day@polk-fl.net FDLRS Sunrise




j New

Open

Wg Conyert

el o

T

H Save As P
= Print »
’;

%7 Prepare
‘ﬁnﬂ send  »

_/ Publish ¥

e

LY
| Qose

. ) Microsoft Visual Studio 2005 b (2 Microsoft Office Access 2007
Sta rt MICrOSOft WOfd: @ Microsoft Warks b [ix| Microsoft Office Excel 2007
. {j PrintMe Internet Printing 3 @ Microsoft Office InfoPath 2007
1. Click on Start, drag up to All Programs. & Seatte [ Moot e oneters s007
2. Drag up to Microsoft Office, choose @ stertup b i Mirosof: Office Outok 2007
. @ System Recavery b i3 Microsaft Office PowerPoint 2007
MlcrOSOft Word 2007 ) WinPhlash 3 |_Ej Microsoft Office Publisher 2007
m- Acrobat Distiler 6.0 ET Microsoft Office Word 2007

Wonders of Word 2007

Alternate (No Mouse)

1. Click on the flying Windows key

2. Press the P key on the Keyboard, then press the Enter key

3. Use the down arrow or press the M key until you get to Microsoft Office, press the
Enter key.

4. Arrow down to Microsoft Word 2007.

A new document page will open.
Observe the small blinking insertion line. Typed characters appear next to that line.

Office Button

Click on the “Office Button” located on the top left corner. A submenu will open which contains
the following options:

New- Starts a new document or template. Choose the desired option and click on the “Create”
button. Ctrl key + N

Open- Opens an already existing document.
Converts- Converts this document to the newest Word file format. This feature is only
available if you open a previous version of Word.
Save-Is used to save a document for the first time or replaces an existing document with the
latest changes. You can also click the Save icon from the Quick Access toolbar or Ctrl +S. /=
Save As
o s used to save a document for the first time,
o Save as a template
o Save two documents with similar information where the original document
remains unchanged.
o Save a document that is compatible to an earlier version of Word
Print- Contains three print options
o Print-allows you to select the printer and number of copies.
o Quick Print- sends the document to the default printer
o Print Preview — allows you to see the final copy before printing
Prepare- Contains several options for preparing a document for distribution
Send — Allows you to email or fax your document.
Publish — Several options for distributing document to other people
Close- Closes the document but does not Exit the program
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Quick Access ToolBar
Hd9-0 -
This bar contains the three most commdnly used icons and may be customized to add your own
commands:
o Hsaeorctr+s

o« Undo Typing OR Ctrl + Z

e Y Redo Typing OR Ctrl +Y
g

Customize Quick Access Toolbar

Customize the Quick Access Toolbar

1. Click on the down triangle by the Quick Access toolbar 71| new

2. Click on an unchecked option such as Quick Print so that you Reen
can print to the default printer without using the Microsoft ia:a,,
Office Button V| QuickPrint

Print Preview
Spelling & Grammar

Customize the Access bar further: 71 undo

a. Click on the down triangle by the Quick Access toolbar |V Redo

Draw Table

and choose More Commands

More Commands...

b. At the next window click a command on the left and Show Below the Ribbon
click Add Minimize the Ribbon
c. Click OK

e Remove any command from the Access bar by clicking on the command on the right
side and choosing Remove

Ribbon

The ribbon replaces the toolbars found in the previous versions of Microsoft Office. It is
designed to bring the most popular commands to the front so you don’t have to search for
them.

The ribbon is divided into eight tabs geared to certain activities. Within each tab are groups that
show related items. Within the group you will find the command button which performs the
option selected.

Tabs

Home- Contains the common format options such as font, font color, size selections, cut, copy,
paste, format painter, styles and alignment

N RN D
| Home | Inset  Pagelayout  References Mailings  Review  View  Addns (]

34 Find ~

24¢ Replace

=00 9] AaBbC AsBOCC AWBLCC AELC AsBMCA Awnce Ak
=-| &~ 2 -| | NHeadingl fHeading2 THeading3 THeading# THeading5 THeadings —

Change
Styles~ || kg Select~
Styles I} Editing
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Insert- Contains the options for inserting a new page and page breaks, inserting clipart, picture,
and charts, tools to create links, insert header and footer, option for text and the equation
editor

a
A o

S0EDLEOPSE @ 03 W 30 R LE4Aie To

53 Date & Time

Cover Blank Page Table Picture Clip Shapes SmartArt Chart Hyperlink Bookmark Cross-reference | Header Footer  Page Text Quick WordArt Drop i Equation Symbol
Page~ Page Break - Art - - T Mumber~ | Box~ Parts~ - Cap- "$Object ~ -
Pages Tables Tllustrations Links Header & Footer Text Symbols

Page Layout-Contains the option for creating themes, page setup, page backgrounds (colors,
watermarks, and borders), paragraph spacing and arrangements

il
"=/ Home Insent | Pagelajout | References  Mallings  Review  View  Addins

J _3 Ij J »=) Breaks ~ j E j Indent Spacing - - L JJ _x |SJ - =

| £ Line Numbers ~ S 1ef 0 + | 3= Before: 0 pt +

Margins Orientation Size Calumns * Watermark  Page  Page | __ —{E= - Align  Group Rotate
Effe = o = - b¥ Hyphenation - ~  Color- Borders | E Right 0" L ¥ pster (0pt : s 9 2

Themes Page Setup = Page Background Paragraph = Arrange

References-Contains the table of contents footnotes, citations, captions, indexes and table of
authorities

a
J Haome Insert Page Layout References Mailings Review View Add-Ins

[ Add Text ~ Uiy Insert Endnote m} L) Manage Sources ﬂ | Insert Table of Figures ﬂ# =] Insert Index g{a 5% Insert Table of Authorities
2 Update Table AQNextFootnote' — A Style: |APA - =1 Update Table ! Update Index Update Table
Table of Insert = Insert ) Insert Mark Mark.
Contents ~ Footnote = Show Notes Citation - 4! Bibliography - Caption U] Cross-reference Entry Citation
Table of Contents Footnotes Pl Citations & Bibliography Captions Index Table of Authorities

o
—/ Home Insert Page Layout References Mailings Review View Add-Ins

= L | | ||
—ILENNES
Envelopes Labels Start Mail Select Ed G
Merge =~ Recipients ~ Recipient List e eld - erge
Create Start Mail Merge Write & Insert Fields Preview Results Finish

Review-Contains spelling and grammar checker, thesaurus, research, translator, comments,
tracking and changes

a
27 Wome  Inset  Pagelayout  Reterences  Mallings | Review | View  Adains

g d_‘i E.J a“:z {2 Translation ScreenTip ~ \_J _J = ‘_J _;_29, 3,3 4| Final Showing Markup - ﬁ g, ) Previous _.j _%1

% set Language =) Show Markup -

Spelling & Research Thesaurus Translate g New  Delete Pre Track  Balloons Accept Reject 3% Next Compare Show Source | Protect
Grammar 23] Word Count. Comment Changes=  ~ [B] Reviewing Pane ~ - - - Dacumen Document =
Froofing Comments Tracking Changes Compare Protect

View-Contains the various screen views, the show/hide (ruler, gridlines document map), Zoom
apcl switch windows

)
—/’ Home Insert Page Layout References Mailings Review View Add-Ins
J J_"J Q = Ruler Document Map 'h‘ j ) one Page =) % 'j 1 View Side by Side =
Gridlines Thumbnails @Two Pages I 3, Synchrono =
Print |Full Screen Web  Outline Draft o ~ Zoom 100% New  Arrange Split . _ Switch Macros
Layout | Reading Layout essage Ba =] Page Width || window  All 214 Reset Window Position | windows ~ -
Document Views Show/Hide Zoom Window Macros

Add-Ins- This is the ribbon where supplemental programs that you install to extend the
capabilities of Microsoft Word by adding custom commands and specialized features are

o
—/ Home Insert Page Layout References Mailings Review View Add-Ins

i Iy
= E = L
Envelopes Labels Start Mail Select
Merge = Recipients ~ Rec List L

Create Start Mail Merge Write & Insert Fields
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If you cannot find a certain command you would most likely find them by clicking the small
diagonal arrow located in the lower right corner of the group.

Font [= ’

http://office.microsoft.com

At this website search for an interactive web guide called “Word 2003 to Word 2007 Command
reference”. This web site allows you to look up the command in Word 2003 and then shows
you where it is located 2007.

Minimize the Ribbon
| /"
o Home Insert

1. Click on the down arrow by the Quick Access Toolbar (located on the top left side of the
window).
2. Inthe sub list, click the Minimize Ribbon.
3. To use the ribbon while it is minimized, click the tab and then the option you desire.
*To restore the ribbon return to the sub list on the Quick Access Toolbar and uncheck the
Minimize Ribbon.

*Control +F1 will quickly minimize and restore a ribbon

Keyboard Access for the Ribbon
1. Press the Alt key, a set of letters will appear by the ribbon tabs.
2. Press the letter on the keyboard that corresponds to the desired tab, a set of letters will
appear by the commands.
3. Press the letter on the keyboard that corresponds to the desired command.
*Some commands require that you press the down arrow until you reach the desired option
and then press the Enter key.
*Some commands require that the text be highlighted before the command is activated.

Mini Toolbar

When you highlight text a faded menu with several font options appear. Click on the desired
option. This is a time saving feature so you don’t have to click back on the home ribbon to find
the desired feature.

Verdana =~ |12 - A" A7 A

|B I EW¥-A-EES

- —

ext
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View Ribbon or Status Bar
There are five ways to view a Word document. These options are located on the View ribbon
on the lower right corner of the screen. EEEE
1. Print Layout - shows how text, graphics, and other elements will be
positioned on the printed page. This is the default typing mode.
2. Full Screen Reading- view the document in full screen for reading and commenting. You
must click on the Close button (upper right side) to return to the print layout mode.

ting a document: 15

3. Web View-View the document as it looks on a web page
4. Outline View- move, copy, and reorganize text by dragging headings.

5. Draft View-View the documents as a draft to quickly edit text. It is text only.
*Click the Print Layout button to return to the Default

Recent Documents

The Recent Document Feature can help students quickly locate frequently used documents by
pinning them to the menu. By default the recent documents will hold the 17 most recently used
documents. When the eighteenth document is opened the oldest document will be removed
from the list. If a student uses a document frequently it is a good idea to have the document
pinned to the menu so that it is always available.

Click on the Office Button Recent Documents
A list of Recent Documents will appear on the right 1 Recent Documents.doc
hand side 2 Word Manual 2007.docx

3. Click on the push pin to the right of the document
and it will turn green to identify that the document has been pinned

Change the Default Number of Recent Documents
1. Click on the Office Button

2. Click on Word Options
3. Choose the Advanced Option
4. Scroll to find the Display section and change the number up to 50 documents

Display

Show this number of Recent Documents: 17

Visual Presentation
There is no formula for the perfect visual presentation. It is based on the student’s individual
needs. It is evaluated by sitting with the student and asking them when the format of the
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document becomes clearer and easier for them to read. You may notice that they may copy or
answer comprehension questions effectively.

Helpful Hints;

e Type only one space after a punctuation mark.

e Never type with the caps lock key on. Use the Shift key when making a capital letter.

e Toindent a paragraph, press the tab key once.

e Press the Enter key only when starting a new paragraph or making a list. Remember word
processors automatically wrap words to the next line.

Overtype

This problem occurs when you least expect it and can cause MAJOR frustration.

The overtype feature will type over any pre existing letter. This feature may turn on if the Insert
key on the keyboard is pressed unintentionally. To stop the Overtype option, press the Insert
key on the keyboard.

Zoom

Magnify the text on the monitor for students who have vision difficulties, visual perception
problems or specific learning disabilities. This option does not affect the printed document. This
is a screen tool only. The zoom option allows you to magnify or zoom in on what you see on the
screen without changing the document font size.

e C(Click on the zoom option slider located on the lower right side of the status bar. Drag
towards the + to increase the text size and towards the — to decrease the text size.
Alternative 90% (- ) (+)

e Ctrl + the roller ball on the mouse

Correcting Errors

Press the Backspace key to delete the characters to the left of the cursor.
Or

Press the Delete key to erase characters to the right of the cursor.

Undo Option

~

H9-06 7
On the Quick Access tool bar, click on the down curved arrow to correct a mistake you just
made.
*Pressing this symbol repeatedly will continue to take you back one step.
*Click on the down arrow to the right of the undo symbol to see a list of recent actions. Click on
any items in the list and it will simultaneously undo all the options above it in the list.

Keyboard shortcut - Control Z
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Redo-The arrow pointing up contains a list of items that were undone. Click on an item you
wish to have reappeared.
Keyboard shortcut - Control Y

Selecting or Highlighting text
Highlight the document or selection FIRST in order to change the font, size, or style. The
techniques below may be more efficient than dragging.

Highlight the entire document
Press the Control key + A.

OR

Triple click in the left margin when the cursor is pointing to the right.

OR 34 Find -
On the Home ribbon click on the down arrow to the right of Select in the Editing group, ac Replace

i Select ~

and choose Select All. Editing

Highlight a word
Double click in the word.

Highlight a sentence
Hold the control key and click in the sentence.

Highlight a paragraph
Triple click in the paragraph.

Highlight a specific section

Click in front of the first word to be highlighted.
Hold down the Shift key and click at the end of the desired section.

Alternative

Place your cursor at the beginning of the area to be highlighted and hold down the Shift + Right
arrow to highlight characters

Shift + down arrow to highlight lines

Highlight a line
Click once in the margin to the left of the line.

Remove the highlight
Click anywhere in the white area of the document.

Helpful hints:
e Remember when something is highlighted the next key you press will replace what is
highlighted.
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Font - Home Ribbon
Verdana 112 - | A AT ||
B 7 U ~ahe x, x* Aa~|[¥~ A~

Font [

Click on the Home tab
In the Font group you may select the font type, style, size, and color and more.
You may also use the mini toolbar.

Font Choices Times Mew Roman

Use clear, easy to read fonts. Nothing that is to fancy or curly. The Verdana font
is reported as the font that is most easily read. Elementary teacher may prefer Century Gothic
because it has the primary a vs. a
1. Highlight the text.
2. From the Home Tab, click on the down triangle to the right of the font box and
choose the desired font. (Or use the Mini Toolbar)

Font Size

Increase the font size for students with low vision. Some students with learning disabilities may
benefit with fonts that are raised to a size 14 or 16.

1. Highlight the text.

2. From the Home Tab, click on the down triangle to the right of the Font size

box and select desired size. (Or use the Mini Toolbar)

* Grow Font- Highlight text, click on the grow font icon until you achieve the
desire size. (Ctrl + (shift) +>)

* IShrink Font- Highlight text, click on the shrink font icon until you achieve the

desire size.(Ctrl +(shift) + <)

Clear Formatting

If you have made several accommodations to a document that doesn’t seem to be working
reset the document back to plain text
1. Highlight the text.
2. From the Home Tab, click the Clear formatting feature to remove all formatting.
Bold
Draw attention to items such as vocabulary words, directions, due dates and main ideas by
bolding the text.
1. Highlight the text.
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2. From the Home Tab, click on B, (Ctrl + B) (Use Mini Tool Bar)

Underline

Underline text to emphasize items of importance. Use this option sparely so that it doesn’t

clutter the page
1. Highlight the text.
2. From the Home Tab, click on U. (Ctrl key + U).

3. Click on the down arrow next to the U icon to select from various underline

For more font features click on the diagonal button located to the right of the word Font. A
[Fost 21

Fopt | Chagacter spading |

Font menu will appear.

Font @

Add visual interest, draw attention to text and for some students make the
document easier to read.
1. Highlight the text.

2. From the Home Tab, click on the down arrow next to the Font

Text Color

e sty

Linderir fe:
[ swomere =] [eomt = [ |

™ sugethvauh I snadon, ™ st caps
I~ Double strsetirough [ Qutine I~ i cacs
I Sugerscript I” Embozs " ticden
™ susapt I Egave

Verdos |

This is:a TrueType font. This font il be used an both printer and sareen.

Color and choose the desired color. (Use Mini Tool Bar) 3 Find -
Change all of the same word to a specific format ?::Sj:f

1. From the Home tab choose Replace Editing
2. Type the word you want to format in the “Find what” Box
3. Type the same word in the “Replace with” box
4. Highlight the word in the “Replace with” box
5. Click on the More button and the window will open Eor— i
6. Click on the Format button located in the lower part of the p—

window and choose Font
7. Inthe Font window choose your color and click OK.
8. Click on Replace All

9. A message will appear informing you of the total number of
words which will be changed. Click OK.

Background Color

Some student with Scoptopic Sensitivity Syndrome as well as some student with low vision may

benefit from changing the background color and adding a contrasting font color.
1. Click on the Page Layout tab

2. Click on the down arrow by Page Color.
3. Choose the preferred page color.

Lourdes Day, FDLRS Sunrise Page 9
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*A black background with yellow or white font gives the greatest contrast and works
well with student with low vision.

*Blue is reported as the preferred color for students with learning disabilities

*Yellow and red (intense colors) is the filter of choice for many students with attention

disorders.

Changing the Font Default
Word comes with a default font of Calibri font, size 11. To change the default of your font, size,

and style.
1. From the Home tab, display the Font menu by clicking on the diagonal button to the
right of the Font word. (Ctrl + D)
2. Choose on the desired options in the window and click on Default button.
A window will appear informing you of the change for all new documents.

4. Click on Yes to accept the new default.
x

P You are about to change the default font to (Default) Verdana, 12 pt.
L]
e

w

Do you want this change to affect all new documents based on the NORMAL template?

fes Mo Cancel

Line Spacing
t=- Increase the white space between the lines to makes the document easier to read. -
V]

1. Highlight text

15

2. Click the down arrow to the right of the line spacing command and

25

choose the desired option. ao

Line Spacing Optians.

= Press the Ctrl + 2 for double spacing. =
= Pressthe Ctrl + 5 for 1.5 spacing. —
» Press the Ctrl + 1 to return to single spacing. T

If you do not see the feature you want click on the “Line Spacing Options” from = & = =f=

the menu
o Click on the line spacing down arrow and choose Exactly. In the At box

type the amount of space desire between the lines or use the up/down
arrows.

Character Spacing
Increase the character spacing to assist students who have difficulty distinguishing

where one letter ends and the other begins.
Highlight the text.

From the Home tab, click the diagonal arrow by the word Font.
At the Font window click the Character Spacing tab.
At the Spacing box, use the dropdown arrow and choose Expanded.

P wnNPR
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Margins

5. In the By box use the up/down arrow to find the preferred amount of spacing.
6. Click OK.

Word Spacing
Increase the amount of space between each word to help students distinguish where one word
ends and another begins.

1. Highlight the text

2. From the Home Tab, choose the Replace option. i:::lace
3. Inthe Replace box press the space bar ONCE. PRT L
4. In the Replace With box press the space bar 2 or 3 times depending on Editing
the need
5. Click Replace All.
6. You will see a window that informs you of all the instances that are affected by
the change.
7. Click OK.
e Keyboard Shortcut Ctrl Key +H
SR A =
Margin Increase | | [ e ]| ]

Increase the amount of white space in the left and right margin to decrease the amount

of visual tracking a student will have to do. ——
1. Click on the Page Layout tab. ,?
2. Click the down arrow below the Margins option. :“wﬁ
3. Choose Custom Margins. ?
4. Type in the preferrred margin size in the left and right box =
5. Click OK.

Writing

Auto Correct

The Auto Correct option may be used in two ways. The first is to assist students that consistently
misspell the same word. Example they spell wuz for was. This avoids then having to constantly
deal with the red underline word.

The second is for abbreviation expansion. This feature lessens the amount of keystrokes a
student has to press in order to type out a word or phrase. Example XLD may expand to type out
Lourdes Day. The idea of placing an X in front of an abbreviation came from Scott Marfililus who
suggested this in case you want to type just the abbreviation.

Lourdes Day, FDLRS Sunrise Page 11 May 29, 2008
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Common Misspelled Words

Click on the Office button.

Choose Word Options (located in the lower left of the window.
Click Proofing.

Select the AutoCorrect Options.
In the “Replace” box type the misspelled word. (wuz)

In the “With” box type the correct word. (was)
Click OK.

No vk wNRE

Abbreviation Expansion

1. Open the AutoCorrect Options as above.

2. Inthe “Replace” box type, X and the initials. Example XLD or XFDLRS

3. In the “With” box type the whole word or phrase. Example Lourdes Day, or Florida
Diagnostic and Learning Resources System.
Click OK.

5. When you return to the document type the abbreviation and press the space bar to get
the expansion.

Auto Text

Auto Text is an option that can be used to store complete paragraphs or information that is
typed often. This will reduce the number of keystrokes a student who is physically challenged
will have to type.

An example of a paper heading is below.

Lourdes Day May 29, 2008
Period 3 Math

Add Command to Quick Access Toolbar

First you must add the Auto Text feature to the Quick Access toolbar.
1. Click on the down triangle by the Quick Access toolbar and choose More Commands

2. Atthe next window click on the down arrow by - -
Choose commands from: (i
Popular Commands and choose All Commands
3. Scroll to find AutoText in the left column, click to
select it and click Add
Click OK
5. You will now see the AutoText icon on the Quick Access Toolbar located in the top left

corner of your screen. o) H9- 0
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Save and Use AutoText

Next
1. Type the heading or paragraph you want to be able to quickly access.

2. Highlight the selection.
3. Click the down arrow by the “AutoText icon”.
4. Choose “Save Selection to AutoText Gallery”.

Use the Saved Selection
1. Click the AutoText icon.

% save Selection to AutoText Gallery

2. lourdes.dayChoose the Quick Access toolbar and click on your a0
selection. ‘
Delete from AutoText —

1. Click on the down arrow by the AutoText icon on the Quick Access ‘

Toolbar and drag to the entry to be deleted
Right click on the Entry and choose Organize and Delete LQ
3. A window will open, scroll to find the entry and click on it to select
Click on the Delete button. A message will appear confirming the deletion, click
OK
5. Click Close

et b N ]
3 Ppetes = o

Spelling and Grammar - Review Ribbon

Red underlines — Misspelled word

Green underline- Grammar error

Blue underline- Contextual Spelling error (These are words that are
flagged because they are words used in the wrong context.

Spell Check Methods:

Right click on the underlined word and choose the correct word from the sub menu.
OR

Keyboard Shortcut for spell check-Press the f7 key

OR

Click on the Proofing Errors icon the Status bar in the lower left corner

Dear Mrs Dr::l?-
Deer Mrs. Day

Page:17 0f 34 = Words: 8,090 =

OR
1. Click on the Review Tab.
tv 2. Click on the Spelling and Grammar option
Spelling &
Grammar
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3. Atthe Spelling and Grammar window a list will appear in the suggestions box.
4. Double click on the correct spelling or grammar option
*You may also single click on the correct option and click on Change.
The Grammar checker will tell you what kind of grammatical error was made such as an extra
space. It will also pick up on some commonly confused words such as there and their. However
not all errors are recognized so you must proof read all your work. You may choose to ignore or
change the errors.

If you have students that get frustrated by seeing all the red, blue, and e
green lines that identify their errors as they type, turn the feature off by: —
Clicking on the Spelling and Grammar option from the Review tab and =
then clicking on the Options button. -

e From the menu uncheck from the “Check spelling as you type”
and “Mark grammar errors as you type”. (This affects the current and future Word
documents)

e From this menu you may also choose to turn off this feature for just the current
document by clicking the “Hide Spelling or Grammar errors in this document only” in the
Exceptions Section.

Readability Statistics
Readability statistics will give information about the reading level of the document, including
approximate readability scores and grade level.

a. Readability is rated on the average number of syllables per word and words per

sentences.

b.  Grade level Score mapping table:
Microsoft’s help guide explains grade level as; “Rating
text on US grade-school level. For example: a score of Flesch Reading Readability
8.0 means that an eighth grader can understand the Ease Score Level

document. For most standard documents, aim for a
score of approximately 7.0 to 8.0.”

c. Reading Ease 30 - 49 5 Difficult
Microsoft’s help guide explains reading ease as; “Rating
text on a 100-point scale; the higher the score, the
easier it is to understand the document. For most 60 - 69 o Standard
standard documents, aim for a score of approximately
60 to 70.”

0-29 = Very difficult

50 - 59 = Fairly difficult

70 - 79 »  Fairly easy
= 80 - 89 & Easy

11111

90 - 100 & Very easy
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To display the readability statistics - - L
1. Click on the Office Button and choose Word Options ¥ Show readability statistics

2. Click on Proofing Writing Style: IGrammarOnIy j Settings... |

3. Check Readability Statistics CEEliliil it |
OR

1. Click on the Review Tab

2. Click on Spelling and Grammar option

3. Click on the Options button

4. Click on “Show Readability Statistics”

Thesaurus

Students may know a variety of adjectives such as wonderful and fantastic but will often use the
same description words such as good/great because they are words they are comfortable
spelling. The Thesaurus gives a list of synonyms for the word that is highlighted and introduces
or reminds students of other adjectives.

e Right Click on a word, choose Synonym and click on the desired word.

OR
e Keyboard Shortcut Shift + F7

OR
] 1. Highlight a word — T —
e 2. Click on the Review Bar Transiate Yl e ‘
3. Click on the Thesaurus option 2 L J| meniored
Footnote and Endnote
Use footnotes and endnotes to clarify instructions, give definitions, helpful
hints, check comprehension or even let the student know what to do next. AB' A;;m”;o:m;
Footnotes appear at the bottom of the page, endnotes appear at the end of Rt

Footnotes E]

the document.
1. Choose the Reference Tab.

2. Place your cursor where you want the reference number to

appear.
3. Click on the Insert Footnote icon (Alt+ Ctrl +F) or Endnote (Alt +
Ctrl + D).

' Means fo place in

Lourdes Day, FDLRS Sunrise Page 15 May 29, 2008



4. The student will see the footnote on the bottom of the page or they

may lay their cursor on the footnote or endnote number and see the Means to place in [
text that was typed. insert' Footnote

Show and Hide Format

Turn on the Show/Hide feature so that a student can self check the format of their work. A dot
will appear between each word to represent when the space bar was used. An arrow pointing to
the right will represent the tab key. A backwards P represents the Enter Key being used.

Click on the Home Tab q
Click on the Show / Hide

You will see the formatting marks that symbolize your actions.
You can add or delete the formats as necessary.

PwnNPE

Dear-Mrs -Dav ¥

— Il-am-writing-to-inform-vou-that-vou-are-the- grand-prize-winner-of-the-Publi sher-l
Clearing-house ¥
L

Shortcut- Ctrl+ Shift + *

Align Text

Type the text
Left Align = Ctrl key + L
Center Align= Ctrl Key + E
Right Align= Ctrl Key + R
Justified = Ctrl Key +J

Alternative
1. Click on the Home tab

2. Choose from any of the alignments in the Paragraph group

Change Case
If a student accidently types with their “Caps Lock” key on, you can easily correct the error using
the following methods

1. Highlight the text.

2. Choose the Home Tab Aa

3. Click the down arrow to the right of the Change Case icon and click on the desired
selection. (Sentence case, lowercase, UPPERCASE, Capitalize Each Word, tOGGLE
cASE) (Keyboard shortcut - Shift + F3)

Note the computer is set to default all first letters to capitalization including words you type in
a list.
To remove this option:
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1. Click on the Office Button ~

2. Click on the Word Options button o

3. Click on Proofing (Left side menu) oo

4. Click on the Auto Correct Options S

5. Uncheck the box to the left of Capitalize first letter of sentence. @~ =

Smart Graphics
Visual organizers help students to study and organize information for writing. Word 2007

contains basic organizers for creating list through more complex Venn Diagrams

Choose a SmartArt Graphic

[Ed Relationship
Matrix “ [-1-17] E .
= sac HEE ! Basic Block List
A Pyramid —
Use to show non-sequential or grouped
. == a W blocks of information. Maximizes both
(omm == 8 ] horizontal and vertical display space for
(o == 2 v shapes.
g =

1. Select the Insert tab.
= 2. Click on the SmartArt icon.
Smartart . . . .
Click on the desired graphics and click OK.
Move the Smart Art by:
Right clicking on the item
Choose Text wrapping — Either Tight or Square
4. Type the desired text in the graphics.

Smartart Tools
Fish
. Design Format
gills
water
Birds | | Elephants
Feather Skin
air land

When you select the SmartArt item, a SmartArt Tools Design and Format ribbon will appear
that allows you to further customize the SmartArt design.

Add
Shape = & Layout [T Text Pane

Create Graphic Layouts

-
Colors ~

SmartArt Styles

Lourdes Day, FDLRS Sunrise Page 17 May 29, 2008

(5 AddBullet | < Promote = " o o | o ® ™ a-. ,
Ll & Rightto Left | % Demote /A 6=‘ %‘ @ ugo ; Ch:nge .\. ..‘\ _ @ @ 1@,! q_-!-:!‘ _

7! || Graphic

Reset

Reset



Track Changes
= The “Track Changes” feature allows students and teachers to interactively edit a document on
Track the computer. The teacher or even another student may suggest changes and then the author of
ST the text may choose to accept or reject the changes. The teacher can monitor the comments
and changes as the document progresses.
1. The author types the document.

2. The editor chooses the Review tab and clicks on the Track Changes icon (Ctrl + Shift +
E). The button will highlight to indicate it is on.

3. The editor types suggestions which will appear in red.
Cl 4. The comments button may be used to add a statement explaining the changes.
Comment 5. The author then chooses the Track Changes icon again to turn off the tracking feature.
6. The author may accept or reject the changes, by either:

b a. Right clicking on a suggestion and choosing to Accept or Reject the changes.

Accept Refec b. Or use Accept or Reject button on the Review ribbon. Final Showing Markup
7. In order to see the document without all the marking, click on the arrow E:::: e
by the “Final Show Markup” icon and choose Final. g:z:::: Showing Markup

Bibliography

This feature allows the students to gather the required information about the sources they used to write
a report and then have Word automatically create a Bibliography

Wj L) Manage Sources

= [ style: apA -
Insert

1. Place the insertion point at the end of the cited paragraph Citation ~ @ Bibliography -
Citations & Bibliography

Create Citations

2. Click on the References tab
3. Click on the Style option and choose the style for the citation (APA, MLA,

R style: BBE |-
1) Biblio{ APA
ns & Riblid Chicago

Chicago...)
4. Choose the down arrow by Insert Citation and Click on Add New Source @ st e -

Insert =
Citation ~| @) Bibliography ~

g Manage Sources

; _} Add Mew Placeholder...

5. Click the down arrow by the Type of Source and choose the type of item to
be cataloged and complete all the fields on the window J

i Add New Source... }

Q Search Libraries..,

6. Click OK
7. You will see the a reference place at the end of the paragraph for
example (The White House, 2008)

Insert a Bibliography
1. Click where you want to insert the bibliography
2. On the Reference tab click Bibliography
3. Choose either Bibliography or Work cited
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Examples:

Bibliography

Shakespeare, W. (1590). Romeo and Juliet. London: Works Press.

The White House. (2008, Feb 4). Retrieved Feb 4, 2008, from The White House: www.whitehouse.gov

Works Cited
Shakespeare, W. (1590). Romeo and Juliet. London: Works Press.

The White House. (2008, Feb 4). Retrieved Feb 4, 2008, from The White House: www.whitehouse.gov

Edit Manage Sources
When you create a new document you may wish to use some

previously created sources in the Bibliography .

1. From the References tab choose Manage Sources — s— s
2. Click on the desired source on the Master list and click Copy.

ok

You will see on the current list

3. When all the sources are on the current list follow the ' —
directions for inserting a bibliography

Save
To save a document for the first time:
1. Choose one of the three options below: j

a. Click on the Save Disk = (located in the top left of
the screen, Quick Access Bar OR
Press Ctrl + the S Key, Or e
Click the Windows Office Button and choose Save

i. Atthe submenu, choose Word Document or

Ledid

other format. — e

2. Atthe Save As window, click on the triangle to the right of the Save in box. Choose the
appropriate destination for your document.
3. At the File name box drag over to highlight the title in the name box and title your
document something you will easily remember.
4. Press the Save button.
e To save an edited document-Click the Save icon or press the Ctrl + S. This will
replace the earlier version with the latest changes.
*To Save the same document but with a new name use the Save AS command from the
Windows Office Button. You may then choose the location for the document and rename the
new copy.

Helpful Hints;
e By default most Microsoft documents will save into the “My Documents” folder.
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¢ If the machine is going to be used by several students and/or teachers it may be a good idea
for each person to have their own flash drive to save their work. This will prevent your hard
drive from getting cluttered.
Do Notuse “, :, /,| *,?,<,> in the title. Word will not accept this symbols as the file
name.

You may specify how often Word will automatically save a document.
1. Click the Windows Office Button and choose the Word Options feature

located at the bottom of the menu.

2] Word Options

2. Choose the Save option in the left task pane and then type how often you want Word to
Save. By default it is set to save everyl0 minutes.

Save Save files in this format: IWord Document (*.doc) j
Advanced [ save AutoRecover information every |10 ﬁ minutes

Save As PDF Or XPS

1. Click on the Office button and choose Word Options i Word Options

Click on Resources

Click the button by Go to Microsoft Office Online

Click on the download tab and search for PDF in the download search box

Choose 2007 Microsoft Office Add in: Save AS Microsoft PDF or XPS

You will see a validation screen click Continue and follow the download directions.

o nkwN

Several screens later Choose Run in order to install the software

Convert any word document by:
1. Click on the Office button and choose Save As
Select PDF or XPS.

Reading

If you need to have an entire document read you may want to download a free program called
Natural Readers. This may be downloaded from www.naturalreaders.com. The free version uses

the robotic voices that come with your windows system. You may purchase a much better voice
for $39.95 from this website. It would be worth the upgrade if a student needs the auditory
input to go along with the visual text. Natural Reader reads not only Word documents but also
emails, and the internet. Highlight the selection, click the read selection (right arrow) and it will
read what is highlighted. The program also provides an auditory word processor for students

030 aa®

who need to hear what they are typing.

Voice Note

A voice note allows you to record your voice on a document to assist students who have
difficulty with decoding or comprehension. You may use this to read passages, and test
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http://www.naturalreaders.com/

questions. Students who have fine motor problems could be taught to use this feature to answer
questions orally.

Create a Voice Note: M

bgd  Object...

1. Choose the Insert Tab 73| Text from Fie...

2. Click on the down arrow by Object (far right of side of the ribbon).

3. Choose Object

4. Atthe window, scroll to find Wave Sound and click to select it. Click OK

5. At the Sound window click the red button to record, the black button to stop,

and the left arrow to rewind/playback.

Ji

6. When you close the window a speaker symbol will appear. el | > =l e

*To hear the voice note: double click the speaker symbol \

Proofing (Definitions, Synonyms, Translation)

Students who are unsure of the meaning of a word can quickly get the definition or the
translation of a word. This feature helps with both reading and writing.

ife!

Research 1. Highlight a word. (If you use this several times in the same document you
will have to press the green arrow next to the search for word to change i L
the selection). T
Thesaurus 2. Click on the Review tab. _
3. Choose the desired icon. Research, Thesaurus, or Translate. "Eta?y:lpd Engieh (orth Americ2)
a‘%) 4. A task pane will open to the right. *"Eéﬁ%?:;k:';*
5. Click on the down arrow next to second line and choose the preferred Tremeen G Comnans Frofec

Translat
S Reference Book. (Encarta Dictionary, Thesaurus in English, Spanish or French,

Translation or Encyclopedia).

Alternative
1. Right click on a word

2. Atthe submenu choose Lookup (Research), Synonyms (Thesaurus)

or Translate.

e If youright click on a word and choose Translate you have the
option to turn on a translator.
e While it is on lay your cursor on a word and a screen tip with the

translation will appear
e Turn it off by right clicking on a word and choosing “Turn off [ T

Arabic (Saudi Arabia)
H He English (U.S)

translation screen tip French France)

7|[V] spanish International Sort)

+ providing animage for q| Turn Off Translation SereenTip
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il |
Clip
Art

Picture Tools

Format

ClipArt

Clip art adds visual supports to documents by providing an image for a new concept or
vocabulary word. Pictures with a globe on the left side reside on the internet and are only
available if you are connected to the web. Pictures with a star mean it is an animated giff and

will move in programs such as PowerPoint.

Adding Clip Art - Insert Ribbon
1. Place your cursor where the picture will be inserted

Click on the Insert tab
Click on the Clip Art icon

Click Go or press the Enter key.

No vk~ wnN

so they move in a PowerPoint Presentation.

Picture Tools/Format Option - Format Ribbon

A Clip Art task pane will open on the right hand side of the screen.

Click once on the image you want to insert. It will place it where ever your
cursor is located. Images with a yellow star indicate they are animated gifs

Clip Art
Search for
art
Search in

Al collections

Results should be:
All media file types

Type the name of the picture you are looking for in the “Search for:” box.

In order to show the Picture Tools/Format ribbon you must double click on a picture. The tab

will appear after the Add-Ins tab.

Move Picture

A picture may be moved by clicking in the center, holding the mouse button down and dragging
the picture to a new location. However there are times the picture will not move to the exact
desired location. In this case you may want to follow the text wrap directions below.

Text Wrap
1. Right click on the image.

2. Choose Text Wrap from the sub menu.
3. Make your selection.
4. Click OK.

Alternative

1. Double click on the picture to select it. (Notice that from any ribbon if the picture is

selected the Format/Picture option will appear after the Add-Ins tab).

& Brightness = :_{i\{ Compress Pictures _I it

(D Contrast ~ g Reset Picture L2 0
Shadow

%Rfm‘ﬂr' Effects = + Border~ - Front~ Back~ Wrapping~ ~

Adjust Shadow Effects Border (] Arrange
2. Click on the down arrow to the right of Text Wrapping feature
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3. Atthe submenu choose, Square to have the text wrap around the picture in box shape,
or use Tight if you want the text to wrap using the image shape.
4. Click in the center of the image and drag the picture to the preferred location.

Resize Picture
1. Click on the picture to select it. Resizing handles will appear.
2. Click on one of the corner handles and drag diagonally towards the center to

decrease the size of the picture. <:;ia
3. Click on one of the corner handles and drag diagonally away from the center to .

increase the size of the picture.

Alternative method Size P

1. Double click on the picture to select it.
Click on the down arrow next to the Size.
From the Size group on the Picture Tools Format ribbon,
highlight the Scale - Height box and type in the desired size.
4. Click OK.

OR

Right click on the picture

Choose size

Type in the size in the height box
Click Close

PwnNPE

Insert

Make Clips Available Offline i <

1. From the Clip Art Task Pane place your cursor on the desired picture 2 Make Available Offline...
A down arrow will appear on the right side of the picture
Choose Make Available Offline

Pick the Favorite Category and click Ok

Edit Keywords...

Preview/Properties

vk wN

When you press the command you will see the picture on the task without a globe in the corner

AutoSummarize

Microsoft defines the AutoSummarize option as the following: AutoSummarize identifies the key
points in a document for you to quickly scan or share with others. The AutoSummarize feature
works best on well structured documents, reports, articles, and scientific papers.

Often times when students encounter large documents the text may be overwhelming. Using
the AutoSummarize feature allows the teacher or the student to create an “Executive
summary” which allows the student to preview what they are about to read.
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Add the AutoSummarize Feature to the Quick Access Toolbar

AutoSummarize is not part of the ribbon therefore it MUST be added to the Quick Access
Toolbar
1. Click on the down triangle by the Quick Access toolbar and choose More Commands

2. At the next window click on the down arrow by - -
Choose commands from: G

Popular Commands and choose All Commands
3. Scroll to find AutoSummary in the left column,

click to select it and click Add
4. Click OK
5. You will now see the AutoSummary icon on the Quick Access Toolbar located in the

top left corner of your screen. -

Use AutoSummarize

1. Click on the down arrow by the AutoSummarize icon on the T
Op) 9 - 0 R ¢
Quick Access toolbar. I rome et @| Auto Sunmarize [

2. Choose any of the four options. g

P
J Format Painter

a. Highlight key points-highlights the important points
on the document itself

b. Create a new document and put the summary there-Opens a new word
document and places the summary there.

c. Insert an executive summary or abstract at the top of the
document- places the summary at the top of the text. This
would be a good preview of the text a student is about to read.

d. Hide everything but the summary without leaving the original

document - Hides everything except the summary.
* Set the length of the summary by choosing it from the drop down on
the menu.

Study Skills

Teach students the use of highlighter tools. This strategy can be used to find important
concepts, identify new vocabulary words, distinguish between nouns, verbs or other parts of
speech, sort main idea from details, categorize items and mark concepts that may need
clarification.

Highlight Text
1. Choose the Home tab.

B A -

ab
2. Click the down arrow by the “Highlight text” option and choose a color. ==

. EER
3. Drag through the text to highlight. HEN

No C
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(Or click the highlighter on the mini toolbar)

Remove the highlight:
1. Drag over the text that is currently highlighted

2. Click on the down arrow to the right of the Text Highlight icon and choose “No Color”.

Stop the Highlight — Click on the highlight tool again from either the Home tab or the mini
toolbar

Numbering

Number items in list to show the order of importance or to help students understand what must
be done first.

= 3T aapbc A
Recently Used Mumber Farmats

1. Type and then highlight a list.
Choose the Home tab.

uuuuuuuuuuuuu

Click on the “Numbering” option or use the down arrow by the optionto = -
choose a different numbering style.

mmmmmmmmmmmmmmm

*You can also type the first item in the list and then choose the numbering option. When
you press the Enter key the next item on the list will be numbered.
*To stop the numbering, press the numbering icon again.

If you need to create an Outline look:
1. Type point number one with the number option turned on.

a. | *= Decrease indent- Bring the point further to the left ( Keyboard Shortcut
press the Shift key + Tab)

¥

b. = lIncrease Indent brings the point toward the right (Keyboard shortcut press
the Tab Key)
Bullets
Use the “Bullets” option to identify important points on a document. =

-—

Choose the Home tab
Click on the down arrow to the right of the “Bullet” icon to choose a

Recently Used Bullets

different bullet. .
3. Click on the “Define New Bullet” option at the bottom and then chose d: ol [« ][4
“Symbol”. > v

Document Bullets

4. Under the Font menu there are several font options that have great bullets. . o v
Example Webding and Wingding. =

Define New Bullet..
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5. Click on the desired symbol and then click OK (twice).

6. Use the check box bullet to create a “To Do List” students may use. You will find the

check box in the Wingding font menu.

Sort/Alphabetize

1. Highlight a typed list.

2. Choose the Home tab.

3. Click on the Sort icon.

4. At the next window click the down arrow below
“Sort by”.
Choose Field 1
Click OK.

Document Map

Pat
Sat
Rat
Cat

z

a1

Cat
Sat
Pat
Rat

izl
Sathy
 facending
Tape: [Tet
" Destendrg
Thenby
 faganding
<] e [fom E
Toge: [Test s
Thenty
r -
[ ] [ 3 -
Hy st hes

© Header gow @ Na heades rons

. e

A document map is a separate pane that may serve as a quick guide through a long document.
You may type questions for students to think about during reading or heading titles to give them
a quick guide (similar to a table of contents). You may even type both headings/questions if you

choose.

Document Map -

(Le1] g a

Early Life

i *

At first, why did Dolley dress so ¢
Why do you think Dolley had to b money by frier

mistakenly, as Dorothy or Dorothea.

herhappy personality and herwarmheart.

Adult Life

First you must create/type the headings or questions.
1. Type text that will serve as headings or questions.

2. Highlight the heading or question and click on the Home tab.

3. Choose Heading 1, Heading 2 or Heading 3 from the
Style grouping.

Show the document map
1. Choose the View Tab.

- What name is khe mistakenly referred to?

Howmany times was Dolley Madison married?

Atfirst, why did Dolley dress so conservatively?

Heading 1

olony, and in 1783 ne moved thel

Why do you think Dolley had to be given money by friends?

2. Click to check the box next to the Document Map option in the

Show/Hide group.
3. Atask pane will open on the left.
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For half a century she was the mostimportantwoman in the social circles of America To this day she
remains oneof the bestknown and bestloved ladies of the White House—-though often referred to

She always called hersef Dolley, and bythatname the New Garden Monthly Meeting of the Society of
Friends, in Piedmont, North Carolina, recorded her birth to John and Mary Coles Payne, settiers fmm

Virginia. In 1769.Jahn Paynetook his family backto his home o
Philadeiphia. city of the GUaKers. Dolley grewp in e strct dlseipine of the Society, but hothing n ites

John Todd, Jr., a lawyer, exchanged marriage vows with Dolley in 1790, Justthree years later he died in
avellow-fever epidemic, Ieaving his wife with a small son.

AaBbCt¢ AaBbC AcBbC: AaBb( aagbcede AaBbCel
Heading 2

Title Mo Spacing  Heading3 -

Styles

| Document Map
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4. Click on either the heading or the question and the cursor will move to that location
on the document.

Close the document map by either clicking on the x in the task pane or unchecking Document
Map from the View tab.

Full Screen Reading View
The reading view may be an easier format for students to research vocabulary or concepts,
highlight important points and translate single words into Spanish and French as they read.

o Tools ~ - | | Screen 3940 of 57 ~ | |'=} View Options - X Close
& = 4 » 4

a. Highlighting the row with 5. Scroll fo find the AutoSummary option.

Cell Alignment

the waords. AutoFit 6. Click Add, and OK.
b. Right clicking and B | Table Properties...

choosing Cell Alignment. o Use AutoSummarize — ]
c. Choose the center alignment opticn. A I. Click on the down arrow by the

10.Change to the preferred font size and font if needed. AuroSummarizj the

toolbar. el, la; phwalos, las; Hre soomer the better cuanto antes, mejor

AutoSummarize ) ) ) 2. Choose any of the four options.
Microsoft defines the AufoSummarize option as the following:

1 Hiahlinht kav nainte_hinhlinkte tha imnartant nainte An the

1. Click on the Full Reading View located on the status bar in the lower right corner
2. From the Reading view, click on the down arrow by the Tools feature (upper
left corner) and select research, translate, highlight, comment or find.

*Click on the Close button located on the top right corner of the screen to return
to the print layout view.

| Yr O —

Hyperlinks
Hyperlinks are a great way to help students navigate the Internet and to help limit their
research to specific sites.
Keyboard shortcut Ctrl +K
Or

1. Highlight or select the text or graphic to be hyperlinked

Right click on or selected text or picture and choose Hyperlink
3. Highlight or select the text or graphic to be hyperlinked

Or
Highlight or select the text or graphic to be hyperlinked e
Click on the Insert Tab and choose Hyperlink e
Highlight or select the text or graphic to be hyperlinked

Flash Cards

This is a great idea from Judy Sweeny (www.onionmountaintech.com), for using the table
feature to create flash cards. This strategy reinforces vocabulary words, math skills and new
concepts.
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1. From the Insert tab click the down arrow below the Table icon. j o] j
Select the number of rows and columns needed for your flash cards. For g (Il
example six cards require 3 columns and 4 rows. Insert Table

3. Insert the pictures |.n row 1 and 3. EEEEEE

4. Type the name of picture in rows 2 and 4.

5. Highlight the entire table by dragging through all the cells. S -

6. Right click in the highlighted table and choose Table Properties. ”’:;WJT; -

7. Click on the Row Tab and type the desired height in the “Specify height” box.
Example 2. In the “Row Height In” box choose “Exactly” from the drop down
menu. i =

8. Click on the Column tab and type 2 in the “Preferred width” box. This will create 2” * 2”
cells. Click OK.

9. Center the words by:
a. Highlighting the row with the words.

Cell Alignment r [EHE =
b. Right clicking and choosing Cell Alignment. AutoFit NEEIE
c. Choose the center alignment option. 7 Table Properties.. = =] =

10. Change to the preferred font size and font if needed. = ——————eoEETT—

Test Taking
If a student has visual perception problems they may have difficulties matching an answer in a
word bank to the correct question. Create test on the computer that contain Drop- Down

menus.

Table

Create a table to easily align choices in a word bank
1. Click on the Insert Tab E 4
2. Click on the down arrow by Table %
3. Drag across as many columns and cells as choices in the word bank Eiﬁ

To make the cells automatically expand to fit the content of the cells

1. Click on the table layout tab j
. Choose the Autofit icon PR
3. Click on Autofit to Window N

In order to create and protect documents with special features you will need to add the
Developer tab.
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Developer Ribbon

C,./ 1. Click on the Microsoft Office Button.
2. Choose the Word Option located in the bottom right corner \Al |
of the menu. bispiy

3. Atthe next Window, choose “Popular”.

Advance: d

N
_‘% Change the most popular optic

Fraofing Top options for working with Word
Save ¥ Show Mini Toolbar on selection
[V Enable Live Preview

Select “Show the Developer tab in the Ribbon” check box. ’ ¥ show Developer ab i the Ribbon

Click OK.

5. Notice the Developer ribbon is now a part of the original Microsoft Office Ribbon.

.y
- Home insent Page Layout References Mailings Review View Developer Add-Ins Format

i = ] Record Macro = &2 Design Mode ;25-4 &3 Schema Y i~
> = ) l

Visual Macros =g Structure .
Basic I\ Macro Security = =1 < Expansion Packs

Content Control
Once the Developer tab becomes available you will be able to specify and control the
data that goes into the selected fields.

*Any field that requires a response must be marked with a text form field, check box
form field, OR a Drop-Down form field. Once a document is protected, only areas that
contain a form field will be able to be completed. The document cannot be changed
and no additional typing will be allowed outside the designated form fields.

Text Form Field abl
1. Place the cursor where the participant will type their response
2. From the Developer tab click on the down arrow by the Legacy Control (Looks
like a tool box) and choose “Text Form Field” (ab) option.

_%v —n

Legacy Forms
abl M (B i a7 2
ActiveX Controls
MEA G ES
Bamg 2%

H

a. Double click on the inserted “ab” (gray box) to bring up the “Text Form Field

Option” Window”. This allows you to further manage the

field.
b. Click the down arrow below the “Type” option to specify

what type of data may be entered into the field. (Text,
Number, Date...)

[ o | o= |

¢. Once you have made the selection you can further specify et

formatting by clicking the down arrow below “Text Format” “Maximum Length”

and making a selection. Click OK when the formatting is complete.

Check Box [
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1. Place the cursor where the check box will be inserted.
2. From the Developer tab click on the down arrow by the Legacy Control and i =
choose the “Check Box Form Field” option.

a. Double click on the inserted “Check Box Form Field” to bring up the
“Check Box Form Field” Fields Options” window to make further
specification to the check box.

b. By default the check will NOT be checked. Make your selection and
click OK.

Drop Down Form Field =B
1. Place the cursor where the drop down menu will be inserted. &
2. From the Developer tab click on the down arrow by the Legacy Control and
choose the “Drop Down Form Field” option. B

a. Double click on the inserted Drop Down Field to bring up the “Drop —
Down Form Fields Options” window.

b. Type the text in the “Drop-Down Item” box and click on Add or press
the Enter key.

c. Click OK when the list is complete.

*Helpful Hints

e Never start the list with a possible choice, instead start with something such as: Click
here, Choose...

e Edit a created field by double clicking on the inserted field so that the options window
will reopen.

e Once the form is protected it cannot be edited until it is unprotected.

o |f the drop down list will be used in multiple fields copy and paste the drop down list in
the other areas.

Copy and Paste

Right click on the field to be copied and choose Copy.

Right click where the copied drop-down menu should appear and choose Paste.
Continue to move the cursor to the new location and right click and paste until

all the desired fields have been filled. EQJ
Text Box e
A text box is a great place to write directions. Using this tool will allow you to quickly make :
borders and attract the eye to this important information

1. Choose the Insert tab
2. Click on the down arrow below the Text Box option

Simple Text Box

3. Choose Draw Text Box Tvoe in directions

Annual Quote
Draw Text Box
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Recently Used
(oIS
AV R

Lines

SN

Text Box Borders & color

*You can move the box by dragging the box to the desired location. Resize the box by
dragging the resizing circles.

Your cursor will become a crosshair. Click hold and drag out a box

Type the desired text

Text Box Tools

Make the border thicker Format %4:”:(0."‘ = / ’ E..i;?:v <p4
1. Select the text box e
2. Click on the last tab - Format .I"IIIIII o
3. Atool bar will appear T ERELLL LT Attt
4. Click on the Shape Outline and drag to Weight = o ) e
5. Choose the desired thickness 7
6. From this menu you may also click on a preferred border color

Cue Shapes
Use stop signs, call outs and even smiley faces to encourage students or remind them of

1

directions.
. Choose the Insert Tab Think About .... .

2. Click on the down arrow by the Shapes options =
3. Click on the desired shape -
4. Click, hold and drag until the desired size of your shape is achieved.
* You may type in most shapes if you right click on the shape and choose Add Text.
*Callouts allow you to just click in the shape and type
Protect the Document @ DFt th

Before saving the form as a template it is a good idea to test to be sure all the fields

work.

*Be sure you are NOT in the Design Mode on the Developer Tab.

i A

b

Document ~ || Template Panel

Restrict Reviewing Options
Restrict Formatting and Editing
Restrict Permission
1V Unrestricted Access
Restricted Access
Restrict Formatting and Editir ~ x
1. Formatting reskrictions —

From the Developer tab click on the down arrow by “Protect Document”. T

Settings...

A submenu will open; choose “Restrict Formatting and Editing”. 2. lting restrictions

| Allow only this bype of editing in
the document:

A task pane will open on the right side of the screen.
By number 2, Editing Restrictions click the box by “Allow only this type of

Filling in Forms -

3. Start enforcement
Are you ready ko apply these

editing in the document:” S Gl o it
Click on the drop down menu and choose “Filling in forms”. B ircng Proccion O
Click on “Yes Start Enforcing Protection” ‘()
A password window will open. You will be asked to type a password e —
twice. Once the document is protected it can NO longer be edited r‘)

unless you unprotect the form.
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8. Click OK.

Test the form by pressing the tab key to be certain the cursor only goes where you want text
entry.

Unprotect the Document
1. From the Developer Tab click the “Protect Document” icon and then click “Restrict

Formatting and Editing”.

In the Protect Document task pane click on “Stop Protection”.
You will be asked to enter your password and press OK.

The document may now be edited.

Save as a Template

It is a good idea to protect and save the newly created form as a template. ] v
Be sure the form is protected before proceeding. 3 gyen
1. Click on the Office Button and choose Save As. bl =

] e | | B \s’:‘v:naim
At the submenu choose Word Template. e =

2.
3. Atthe Save As window, choose the location for your template and then name the file.
4. Click Save.

Notice that Template documents have a yellow band at the top, where as a
regular document has the top right corner “dog eared”

LT_‘ Zample Observation Form Ty Sample Observation
=] Microsoft OFfice Word Docurent |.'_'-.;_:_|
16 KB Microsoft Office Word Template
Regular Template

Working with a Template vs a Document

Making corrections on the original template
To edit the template, right click on the template and choose Open.
You should see the name of the template on the title bar.

Filling in Information

To use the template, double click to open it.
You should see the word “Document” with number beside it on the title bar.
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Keyboard Shortcuts
Mac Use the Apple key for Ctrl

Ctrl + A = Highlights the entire document

Ctrl + B = Bold

Ctrl + C = Copy

Ctrl + D=Duplicates clip art
Ctrl + E = Align Center
Ctrl + F = Find
Ctrl+G=Go to

Ctrl + H = Replace

Ctrl + 1 = Italics

Ctrl +J + Justify

Ctrl + L = Align Left

Ctrl + K =Hyperlink

Ctrl + N = New document
Ctrl + O = Open document
Ctrl + P = Print document
Ctrl + R = Right Align

Ctrl + S = Save document
Ctrl + U = Underline

Ctrl + V = Paste

Ctrl + X = Cut

Ctrl + Y = Repeats typing
Ctrl + Z = Undo

Ctrl + F1=Minimize/Restore Ribbon

Ctrl + > = Grow Font
Ctrl + < + Shrink Font
Ctrl + = =Subscript

Ctrl + + =Superscript
Ctrl +1 = Single Space
Ctrl + 2 = Double space

Ctrl + 5 =1 % lines of space

Ctrl + Turn the mouse wheel = magnifies text on screen
Ctrl + * = Show/ Hide

Control + F6 = switches between Documents
Tab=Increase Indent

Shift +Tab = Decrease the indent

Shift + F3= Change Case

Double Click = highlights a word

Ctrl + click in the sentence = highlights the sentence

Highlight a section by click in front of the section, hold the shift
key and click after the desired section
F1 = Help

F7 key = Spell check

Right click on a misspelled word =drop down menu
Macintosh Command +click the mouse on misspelled word

F7 + Shift key = Thesaurus

Right click on a word and choose synonym

Control +ALT + Delete = Restarts a frozen computer

Restart a frozen windows machine Control + Alt = Delete key.
ALT + F4 = close a document

Alt Key (letters appear), press the corresponding letter to the
desired ribbon, press the letter corresponding to the desired
command

Ctrl +' = Accent Mark José

Ctrl + Shift + ~ =Tilde nina

Ctrl + Shift + : = Umlaut 6

Shift + Colon , Shift + Zero =©
Shift + Colon , Shift + Nine=®
Shift + Colon +\ = ®

Ctrl + Shift + = Superscript 5°

Ctrl + = Subscript H,o0
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Ideas for Designing Assignments and Assessments
© Clear uncluttered format — more white space between lines, characters, words and
margins
© Fewer items on a page
© Leave enough room for students to write answers
© Enlarge margins to shorten tracking field
© Larger and clearer fonts
© Never type in all caps or italics
© Clear simple directions- Bold directions
© Underline, bold or use different colors to highlight key words in directions and passages
© Use symbols such as arrows and stop signs to clarify directions
© Give examples and non examples-set apart in a box
© Use fill in the blanks question with Word Banks
© Multiple choice questions with 3 to 4 choices. Avoid “not” questions
© Change font or background colors to enhance visual perception
© Use borders around word banks and between sections
© Use color coding to identify tasks, definitions, or directions

© Allow the use of spell check and a thesaurus when appropriate
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Feature Organization V|sual_ Cognitive Physical Page #
Presentation Supports Access
Ribbons & Quick Access X X X 1-5
Magnifying text X 6
Increase font size & font choices X 8
Bold, underline & Text Color X 9-10
Increasing line, word, or character spacing X 10
Adjusting margins X 10
Changing font/background color X 10
AutoCorrect (Misspelled Words & Vocabulary X X 11
Expansion)
AutoText (Headings & Reduce Keystrokes) X X 12
Spell check/Readability Statistics X 13
Thesaurus X 15
Footnotes/Endnotes X 15
SmartArt Graphics (Visual Organizers) X X X 16
Track Changes X X 17
Inserting Sound Recordings (Voice Notes) X X 19
Proofing (definition) X 20
Picture Support X X 21
Using Drawing functions (stop signs, call outs, X X 22
etc)
AutoSummarize X 23
Highlighting X X X 24
Document Map X 25
Full Read Reading View X 26
Hyperlinks X X 27
Using the Forms functions (check box, answer X X 27-31
field, drop down list)
Reducing Mouse Movements X 32

This rubric was created by Matthew Press, Arizona Dept. of Education ¢ 1535 W Jefferson Phoenix AZ 85007 ¢ 602-364-3243 eatinfo@azed.gov
¢ Permission to duplicate if credit retained
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